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‘ Landing the Job You Want - Interviewing

Tao An Tuéng Tuyét Véi Ban Dau

Coéng vai viéc 18y théng tin nhu vay, sau day 1a mét s6

diéu t6ng quat nén lam va khéng nén lam vao ngay

phong van. Nén theo dung dé qua mat ngugi xin viéc

khac!

= Di m6t minh va dén sdm it nhat ndm phut.

=» Mim cudi va lich su v3i moi ngudi minh gap.

=» Khéng hut thuéc hodc nhai keo cao su.

= Mang theo moi gidy phép hodc chiing nhan lién
quan dén nghé nghiép.

=» Mang thém ban sao resume, gidy gidi thiéu va thu
tién co dé trao cho ngudi phéng van néu co yéu
cau.

=» Can phai trinh bay day dd vé kha nang va chi ro su
lién quan gila ky nang ctia minh vdi yéu cau cong
viéc.

=» Nén lac quan va tJ tin nhung khéng kiéu ngao.

=» Tra I6i cau hoi day du va chinh xac, dung n6i déng

Resume va trang dau thu da trinh bay ky nang cua quy vi trén dai.

gidy. Bay giS quy vi phaiqua kiém trafrdc dién - phong van véi =» Nhin thang V30 ngudi phong van.

cr‘1u nha'n cua ndl xin vao Ielm. Chuan tzglchlrJh mlgh n»hu thg i - Diing ban thao nhiing van d& ca nhan

nao? Caothé noi gi dé thuyét phuc ngudi phong van rang minh la N .. ) AR ¥ N |

ngUi thich hdp cho cng viéc? =» Chu y ding biéu 16 thai d lo lang nhu can mong tay
— . 4P AR W W hay cugi khuc khich.

Do~la mgt‘val cau h.?l auy V!‘ph%' gal da? khi t!en b,LIdC tArenJ . =» Bay t6 mong mudn lam viéc va sy quan tdm cua

quang dudng tim viéc lai. T3 théng tin nay phac thao mot s6 ggi R R

. . ” P T minh dén hang.

y chung dung tao an tugng tuyét vai ban dau - tu viéc tim hiéu .. . . R

vé hang dén tiép thi kj nang. =» Néu thac mac vé hang nham cung c6 sJ quan tdm

’ clia minh ndi ngudi phong van.

=» Xin phép dudc goi lai hoi tham két qua phong van.

Khi dugc mi dén phdng vén, du tién trudc hét ca quy vi phai -» Cam 6n ngudi phong van da danh thdi gid tiép

la tim hi€u thém vé hang. Cach thuan tién dé cé dugc thong tin minh.

dang gia: chi can goi dén hang va xin thong tin. Nén yéu cau

cung céap bao cao thudng nién hoac tai liéu quang cao khac cho

biét théng tin vé dich vu hodc san phdm ché tao, thanh phan

dan s6 nham dén, ngan sach hang nam va nhting s liéu théng

ké quan trong khac. Qua viéc tim hiéu chut it vé vén héa hang,

quy Vi sé& hiéu rd chd nhan can nhat nhiing ky nang va kinh

nghiém gi.

Tim Hiéu vé Hang
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Tim Viéc Lam Mong Mubn - Cudc Phéng Véan

Ludn luén ti€p néi phong van bang thu cam ta
chanh thic. Thu nay cé thé 1a digu thiét yéu dé
6 viéc lam, vi vay nén thudc hién cho t6t. Can
nhac dén vi tri da ban thao va lap lai kha nang
clia minh - nhan manh su nhiét tinh cta minh vdi
hang. K&t thuc thu bang I6i cam ta ngudi phong
van mét 1an nla da danh thdi gian can nhac vé
minh (Xem mau thd dudi day).

Company Name
Address
Date

Dear Ms. Smith

It was a pleasure to meet with you last Tuesday.

Our discussion about the qualifications for the Cus-
tomer Service Representative position only served to
convince me further that | am right for this job. The
people and the environment at your company were
so welcoming and friendly, | could imagine myself as
part of your team. | hope you can too.

Once again, thanks for your time and consideration.
Ifyou have any questions, feel free to call me at any
time.

Sincerely,

John Richards

Thyc Hanh Tra Léi Phong Van

Cung vdi viéc theo dung nhing ggi y chung liét ké bén
trén, su thanh céng khi phéng van tim viéc con tuy vao
I3i dap clia quy vi cho hang loat cau hoi. Nhing céu hoi
nay cé thé thudc lanh vuc ti ly lich va hoc van sd khai
dén hiéu qua ca nhan va ky nang quan ly. DU cau hoi la
gi thi quy vi cling phai digu chinh I6i dap nh&m truyén dat
thong tin gitp qua mat ngudi xin viéc khac.

Sau day la mét s6 cau hdi thudng dét ra, va can chuén bi
trudc 16i dap hdu hiéu:

Hay cho t6i biét déi dieu vé quy vi.

Sa doan clia quy vi la gi?

Quy vi biét gi v& hang cla ching t6i?

Tai sao quy vi muén lam viéc cho chung t6i?

Mdc ludng yéu cau clia quy vi la bao nhiéu?

Tai sao t6i phai thué quy vi?

Quy vi c6 thdc méc nao muén hoi tbi khong?
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D4nh Gii Hiéu Qua cua Minh

Khi cudc phéng vén két thuc, quy vi nén Iugng dinh

8n tudng ctia minh déi véi chi nhan bang cach xem

lai danh sach kiém tra sau day:

=» Quy vi c6 dén dung gid?

=» Quy vi c6 tJ gidi thiéu minh cho ngudi phong van?

=» Quy vi c6 cung v3i ngudi phdng van xem ludt qua
ban resume khong?

=» Ngudi nay cé ban thao diéu gi vé ly lich ca nhan
cla quy vi khong? Néu co thi la gi?

=» Chli nhan c6 ndi gi vé bat cu ky nang nao cua quy
vi khéng? Néu cé thi néi gi?

= An tudng chung ctia ngudi phdng van déi véi
resume cla quy vila gi?

=» Ngu6i phéng van cé ban thao bat cu rac réi dac
biét nao quy vi c6 thé cé khéng? Néu cé thi ban
thao diéu gi?

=» Quy vi c6 nhin vao ngudi phong van khi n6i chuyén
khéng?

=» Quy vi cé nhac dén cach minh dudc gidi thiéu dén
hang nay khéng?

=» Quy vi c6 bay tdo mong mudn lam viéc va sy quan
tam dén hang khong?

=» Né&u cadm thay chéc chan minh khang dudc nhan
vao lam tai ndi da phong van, quy vi co hoi vé
cong viéc khac khdng? Nhing cong viéc nao?

=» C6 phai viéc lam khiém nhiém hay tam thdi 1a mét
Ida chon?

=» Chui nhan co vé khéng thich diéu gi chang? Néu
co thilagi?

=» Diéu gi dudc ban thao nhiéu nhat?

=» Ngudi phdéng van co vé dac biét quan tam dén digu
gi?

=>» Quy vi noi sé goi lai vao luc nao?

Quyét Tam

Tu gidi thiéu that hilu hidu khi phdng van 1a digu
thiét yéu dé tim viéc. Tuy nhién, git vé lac quan
cling khdng kém quan trong. Tuy vao hoan canh,
c6 thé quy vi khéng tim dudc viéc sau khi phong
van tai nhiéu ndi, nhung ding chan nan. Hay xem
nhiing 1an phdéng van khéng thanh cong la kinh
nghiém hoc hdi va tiép tuc tim viéc. Job Search
Journal (Nhat Ky Tim Viéc) va nhiing an pham
khac ctia DCS c6 san tai Trung Tam Nghé Nghiép
Day bu (One-Stop Career Center) nay. Nén hoi vé
nhung hoi thao hién c6 nham gitp minh thyc hanh
ky nang déi dap khi phong van.
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